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St.Rose’s

Inspiring Education, Therapy & Core

Information and Records Retention Policy

The policy should be read in conjunction with the following documents: ICT Policy, Data Breach
Policy and Procedure, E Safety Policy, Data Protection Policy for Staff, Information Security Policy.

Introduction

This policy sets out a structured approach to reviewing and destroying records in relation to St
Rose’s.

1 The retention period for each type of record is shown in the table below. In addition, data
protection legislation makes it unlawful to keep the information when it is no longer needed
for the purpose for which it is held. This requirement is uncertain and allows discretion and
may vary according to the circumstances, but in practice it means that St Rose’s should
promptly destroy the record once the retention period in the table below has been reached.
Occasionally there may be special circumstances which mean that a record should be kept
for longer (for example where there is a risk of litigation or a request from an outside body
such as the Independent Inquiry into Child Sexual Abuse (lICSA) see below). St Rose’s should
refer to its insurance policies and further legal advice should be sought in these
circumstances.

2 The retention periods stated in the table below are the minimum storage requirements, in
practice St Rose’s carries out a data cleanse of its files 12 months. Accordingly, a 3 year
retention period means 3 years plus up to 12 months to allow St Rose’s to securely dispose
of the information.

3 Information must be securely deleted. This applies to paper records, electronic information
and biometric information.

4 This policy does not apply to records connected with commercial activities.

5 St Rose’s may discuss document retention with its insurers (who may specify longer
retention periods). If there is any confiict then any longer retention periods specified by the
insurers should prevail.

6 If an email falls into one of the categories set out in the table then it should be filed centrally
as soon as is reasonable.

7 "Routine” emails which do not fall into any of the categories in the table may be kept in
inboxes for up to six months and should then be deleted. An example of a routine email is
an internal email advising staff that the weekly meeting is cancelled.

8 Independent Inquiry into Child Sexual Abuse (IICSA):

8.1 The IICSA has issued retention instructions to a range of institutions regarding
records relating to the care of children. In light of this, St Rose’s will temporarily
cease the routine destruction of those records which might be relevant to the
Inquiry in case they are requested by the Inquiry or made subject to a disclosure
order. This means that before destroying any document St Rose’s should consider if
it contains information that may fall within the Inquiry's remit.
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8.2

83

May 2018

The range of documentation which might need to be kept is wide. It will include any
information linked to alleged or established child sexual abuse, whether by staff,
volunteers or students with no limitation date. For example, a list of students who
attended an overnight trip or admission registers which show which students were
at St Rose’s at a given time. As such, documents should be kept for longer than the
retention periods listed in.the policy if they concern information which might be
relevant to the Inquiry. St Rose’s should therefore review the retention periods
under each of the rows below in case they are relevant to IICSA.

Please note that St Rose’s will keep this under review so that it recommences
document destruction at the appropriate time.
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